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HE insurance policy you receive at the time you 

become a member is the only policy you receive. 
Guard it carefully. No new policy is issued when 
you renew your membership. Renewal of your mem- 
bership automatically renews your insurance—and with 
each such renewals the benefits, both death and dis- 
ability, are increased 10 per cent. For example, the 
death benefit, originally $1,000, becomes $1,100 the 
second year, $1,200 the third year, etc. This increase 
continues until the benefit becomes $1,500, at which 
point it remains stationary. with each renewal of 
membership. 


FFECTIVE January 1, we shall make a change in 
E our educational program. Text books will be dis- 
continued. In their stead the program will be issued 
monthly in loose-leaf form and will be included in 
the magazine, which will be enlarged accordingly. Of 
course, you will be able to file these lessons as ex- 
tensions in your loose-leaf binder and thus preserve 
them in permanent form. Not the least of the advan- 


tages of this method is that you will be receiving 
educational material always more up-to-date than is 
possible in a bound book. 


























RSATZ, despite its opprobrious origin, remains the 
E adjective we must apply to some of the equipment 
we are compelled to use today. First to be affected 
were our emblems, which we changed from gold to 
sterling. Now come our loose-leaf binders, which we 
must change from maroon to blue. Next will follow our 
banners, which will be changed from silk to canvas. 
Government restrictions underlie all these changes— 


but we are glad to do our part, because we are going. 


to win this war and throw ersatz back into Herr 
Hitler’s face! Until then, as patriotic Americans, we 


must take what we can get. 





Quarterly Operating Statement 
September 1 to December 1 
Receipts 
Memberships and Renewals .. $1,773.90 
(486 at $3.65 — 
Miscellaneous _........ 


$1,800.45 

Disbursements 

Rent and Telephone —......_... 

Magazine re eee 

Insurance Premiums . ester 

Postage and oes ; 

Jewelry eet Oe 

Binders 

Salaries 

Miscellaneous 


$1,928.37 
DORE cig arti de Sh $ 127.92 
































OES your chapter have its own distinctive station- 
D ery? Many N.S.A. chapters do. Now available for 
this purpose is a cut of our crest, which National 
Headquarters offers to chapters at exact cost—only 75c. 
With this cut, and the expenditure of a few dollars from 
your treasury, your local printer can supply you with 


stationery you will be proud to use. 


D° YOU have one of the new Manuals? These 
attractive little booklets, bound in orange boards 
with the N.S.A. crest stamped in gold thereon, are 


available at 10c each. They contain the National Con- 


stitution and By-Laws, Chapter Constitution, and other 
information pertinent to your Association. Small enough 
to be carried in your purse, they enable you to paint 
an effective picture of N.S.A. in talking with prospec- 
tive members. 
































A Merry Christmas and A Happy New Year 








WHAT'S THE GOOD WORD? 


People and persons: Persons should be used with 
definite numerals, as “fifty persons died in the acci- 
dent.” People is correctly used as an indefinite sub- 
ject, as “the people of France.” 


Ingenious and ingenuous: Ingenious means clever, 
skillful, dexterous, inventive, as “It takes an ingenious 
person to repair his own radio.” Ingenuous means un- 
reserved, unsophisticated, as “The ingenuous child 
told the story innocently.” 


Mutual and common: Mutual applies to whatever 
is characterized by reciprocal personal action, as 
“mutual admiration, contempt, hatred, friendship.” 
Common applies to whatever is shared by, or pertains 
to, two or more, as “our common foe, religion, lan- 
guage.” It is contrary to good usage to refer to “a 
mutual friend.” It is better to say “a friend of ours,” 
or “a friend of us both.” 


Balance and remainder: Balance is a bookkeeping 
and banking term. It concerns figures and weights. 
Do not say “the balance of the day, week, month, or 
year,” or “the balance of the letter, milk, speech, or 
book”—because the correct word in all such cases is 
remainder. 


Ordinary and average: Ordinary means lacking in 
distinguishing characteristics. Average means a medial 
estimate derived from a comparison (usually mathe- 
matical). “His average grade is 70.” Do not refer to 
“an average man,” or “an average town,” say “an 
ordinary man,” or “an ordinary town.” 


BETTER LETTERS 


Underhanded and wnderhand: Both of these words 
mean clandestine, and they can be used interchange- 
ably; but underhanded is an unnecessary modification 
of underhand and is seldom used by good writers. 
It is preferable to say “She acts underhand and uses 


underhand methods.” 


Aviatrix and aviatress: Both are relics of the time 
when aviation was in its infancy. Aviator is correct, 
regardless of the sex of the operator. 


*HOW DO YOU PRONOUNCE IT? 


Eclair: ay-klehr’, not ay'klehr 

Eczema: ek'zee-mah, not ek-zee’mah 

Edible: ehd’ih-bl, not ee’dih-bl 

Ego: ee’goh, or ehg’oh 

Elite: ay-leet’, not ay'leet 

Endive: en’dyv, or ahn’deev 

Eustachian: yew-stay’kih-an, not yew-stay’shum 

Expatriate: eks-pay’trih-ayt, not eks-pa'trih-ayt 

Extraordinary: eks-tror’dih-nehr-i, not eks-tra- 
ohr'dith-nehr-i 

Exquisite: eks’kwih-zit, not eks-kwi'zit 

Ensign: en’syn (when a flag) 

Ensign: en’sin (when an officer) 


*KEY 


A long (as in fate)—ay O long (as in note)—oh,. oe 
short (as in fat)—a short (as in not)—o 
(as in fall)—aw U long (as im cute)—ew 
broad (as in far)}—ah (as in rule)}—oo 
ah as in sodah short (as in mud)—uh 

E long (as in beet)—ee Y final (as im very)—i 
short (as in bet}—eh G soft (as in age)—j 

I long (as in bite)—y TH soft (as in father)—th 
short (as in bit)—ih N nasal (as in doing)—n 





BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


Tipping! Despite the criticism of being European and un-American, this custom still prevails among us. 
If we are to get the service we expect, we must recognize it. Here are a few simple rules of good usage. 
When traveling, tip the Pullman porter 25c for each night, or each day, or each day and night, you are 


on the train. Tip the redcap who carries your luggage 15c for the first bag and 10c for each additional bag. 
Tip the bellboy who carries your luggage to or from a room 20c for each trip, 10c for any other errands within 


the hotel. 


When eating in restaurants, the time-honored ten per cent is always the rule, with the exception that for 


any check between 50c and $1 the tip is usually 10c and between 25c and 50c it is usually 5c. 
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OFFICERS, LONE STAR CHAPTER 
Orange, Texas 

Left to right: Gloria Cotton, Vice-President; Frances Cox, 

Recording Secretary; Vivian Hebert, President; Modean 

Michell Corresponding Secretary; Bessie Barunes, Treasurer. 


Memphis, Tennessee—To General Forrest Chapter goes 
the honor of the most outstanding war project among N.S.A.’s 
many chapters, almost all of which have war service records 
of which any club could be proud. 

In July the chapter was given permission to “adopt” Ward 
30-A of the Mental Clinic of Kennedy General Hospital, 
to which shell-shocked soldiers are sent. The chapter imme- 
diately set about to furnish the quarters of these men who 
are defending America. 

The large living room was floored with inlaid linoleum, the 
windows were decorated with lovely curtains and draperies, 
and sixteen pieces of upholstered bamboo furniture were pur- 
chased—divan, chaise lounge, chairs, etc. “Homev” touches, 
such as ash trays, growing plants, lamps, a radio-victrola, and 
a piano, were added. 

The long screened porch was equipped with a ping pong 
table, glider, and deck chairs. 

All this was made possible through personal pledges and 
gifts of the members of the chapter. But the good work of 
these girls did not end there. Every Saturday and Sunday 
a group of them spend the afternoon in the ward visiting, 
playing games or talking with the patients. They keep these 
bovs supplied with magazines, victrola records, candy, and 
postcards. They are doing much to make them smile again. 

Perhaps Voltaire was right when he said that “all the rea- 
soning of men is not worth one sentiment of women.” 


TRUE IN ALL NATIONS 


The greatest sin—Fear. 

The greatest deceiver—One who deceives himself. 
The greatest invention of Satan—War. 

The greatest mistake—Growing up. 

The most expensive indulgence—Hate. 


The cheapest, stupidest, and easiest thing to do—Finding 
fault. 
The greatest troublemaker—One who talks too much. 


The greatest stumbling block—Egotism. 

The most ridiculous asset—Pride. 

most disagreeable person—The complainer. 
The most dangerous person—The liar. 

The greatest need—Common sense. 

The greatest puzzle—Life. 

The greatest mvstery—Death. 

The greatest thing in all the world—Love. 
from WORLD EDUCATION. 


/ 





WITAT N.S.A. MEANS TO ME 


Prize Winning Letter 


Editor, The National Secretary 
1005 Grand Avenue 

Kansas City, Missouri. 

Dear Sir: 


I am an “old timer” in the secretarial profession, and many 
times I have felt the great need for secretaries to unite 
nationally for the purpose of creating better conditions that 
count for greater security, rceognition, and happiness. 


Today it has actually happened—the birth of the National 
Secretaries’ Association is a blessed event of which all 
secretaries may speak with pride, hope, and assurance, hav- 
ing for their motto “Better Letters—Better Learning— 
Better Living” emblazoned across the sky like a huge neon 
sign. 

The three-fold purpose provides the secretary with an all- 
inclusive program, one that will enlarge our vision in every 
direction, so that our success shall be well-balanced. 1. Socially 
it gives us varied attractive contacts and activities, both quite 
necessary to growth. 2. Educationally we are given an op- 
portunity to increase our skill, enabling us to gain greater 
rewards of salary, recognition, and prestige, all of which 
makes for happiness and success. 3. Protectively a national 
employment service gives us a greater feeling of. directién 
and security. 

Then, in addition, secretaries may take advantage of the 
discounts when vacationing at resort hotels—meaning not only 
a financial saving, but also a feeling of satisfaction and 
prestige in knowing that we are given recognition. 

And last, but not least, the National Secretary magazine 
provides a fertile medium of exchange of ideas indispensable 
for welding secretaries together inseparably, so that never 
again shall they be as floating driftwood or a ship without 
a rudder. 

Definitely N.S.A. is enabling secretaries to get aboard a 
beautiful ship sailing the high seas, its course well charted, 
with the signal ALL CLEAR—FULL STEAM AHEAD! 

IRENE GaDELMAN, President 
Will Rogers Chapter 
Tulsa, Oklahoma 


(Continued on other side.) 






























































(Continued from other side.) 


Cincinnati, Ohio—Queen City Chapter is one year old! 
The celebration was in the form of an impressive dinner at 
the Netherland Plaza, at which Mrs. Walter Tangeman, 
Chairman of Women at War, was the guest of honor. Every 
member present bought war bonds, the sale of which was 
supervised by Naida M. White, treasurer of the Guardian 
Bank and the only woman bank director in Cincinnati. 


Dorothy Rose Glade became Mrs. F. Richard Flaherty on 
October 23. Their honeymoon was spent in Chicago. 


Dorothy Kohler, now a corporal in the WAC, has been 
transferred to the 742nd WAC Post Headquarters in Sey 
mour, Indiana. 


Birmingham, Alabama—Bir-La Chapter has issued a 
Year Book, the pages of which are identical in size with 
POSTSCRIPTS, thus permitting the chapter's activities to 
be chronicled and filed in permanent form in the loose-leaf 
binder for Extensions. This is a “scrap book” idea all chapters 
would do well to adopt. 


Tulsa, Oklahoma— Will Rogers Chapter is looking for a 
name for its brand-new chapter magazine. National Head- 
oy ie . : 
quarters suggests the LARIAT, in tribute to that lovable, 
gum-chewing, rope-twitling American after whom the chapter 
was named. 


Chicago, IHinois—Holly Chapter has three new  trans- 
ferees from other cities. They are: Edith Ax, from Daven- 
port, Iowa; Eleanor Beth, from St. Louis, Missouri, and Perle 
Lee, from Detroit, Michigan. 


The chapter celebrated its first birthday on November 12 
with a luncheon at Le Petit Gourmet. 


Members sold $28,000 worth of war bonds at the Surf 
Theater during the Third War Loan Drive. Frances Piper 
alone sold $10,000 worth. 


Dallas, Texas—Dal-Tex Chapter continues to plan most 
interesting programs. On December 21 it will have its Christ- 
mas Party; on January 18 it will see South America in 
colored films with an interesting lecturer; on February 15 
it will have as its dinner speaker the Mexican Consul, 
Louis Abreu. 


Med-Alpha, Dallas’ chapter of medical secretaries, achieved 
some very effective publicity recently in the Dallas papers. 
This chapter is expected to be a pattern after which other 
medical chapters throughout the country will copy. 


Lincoln, Nebraslt:a—Cornhusker Chapter has new officers. 
They are: Jeanette Speaiman, president; Caroline Kennedy, 
vice-president; Mary Zieg, recording secretary; Lydia Kyle, 
corresponding secretary; Dorothy Stewart, treasurer. 


_ Kansas City, Missouri—Westport Chapter was delight- 
fully entertained at a covered dish dinner on the evening 
of November 23 at the home of Ann Ritchey. 


Many new members of the chapter will be welcomed and 
installed at a Christmas party at The Shack on Friday evening, 
December 10. 


Wichita Fells, Texes—Greetings to another charter in 
N.S.A.’s rapidly lengthening chain—Nu-Sak-An Chapter of 
Wichita Falls. 


Officers of the chapter are: Shella Sharpe, president; 
Helen Avis, vice-president; Louise Suggs, corresronding secre- 
tarv; Helen Howcth, recording secretary; Gussie Lee Steven- 
son, treasurer. 


Hollywood, California—Hollywood Chapter is in the 
midst of a drive for new members. Assisting the chapter in 
this drive is Louise Frick, newly appointed regional director 
for southern California. 


St. Paul, Minnesota—Ambitious plans are under way in 
this chapter. Under the capable direction of Kora Roberts, 
president, a chapter magazine has been launched, a_secre- 
tarial service for the armed forces is being organized, and 
early in January a reception for new members will be held. 


Houston, Texas—N.S.A.. now touches the blue waters 
of the Gulf of Mexico. Del Mar Chapter, appropriately named 
(“By the Sea”), was installed November 3 with the follow- 
ing officers: Elizabeth Scott, president; Loraine Cohen, vice- 
president; Velma Williams, corresponding secretary; Emma 
Jean Merritt, recording secretary; Mary Frances Greene, 
treasurer, 

Des Moines, lowa—The HAWKEYE KEYHOLE, official 
publication of Hawkeye Chapter, has made its appearance. It 
is indeed a clever little magazine. 

St. Louis, Missouri—St. Louis Chapter held its instal 
lation of officers and Christmas party on December 2. Helen 
Martin, retiring president, was presented with a jeweled 
emblem. 

Elected to guide the destinies of the charter for the next 
year are: Ursula Daugherty, president; Lucille Rippetoe, vice 
president; Hazel Smith, corresponding secretary; Hazel Diener, 
recording secretary; Ruth Walters, treasurer. 


wey 
es 
(Members are invited to contribute to this page. Contribu- 


tions may be about yourself or sister members, and should be 
addressed to Editor, POSTSCRIPTS.) 


bd 


PATRICIA MORRISON 


President, Pontiac Chapter 
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January 


Dinner Meeting 
February 
Dinner Meeting 
March 
Dinner Meeting 
April 
Dinner Meeting 
May 
Dinner Meeting 
June 
Dinner Meeting 
July 
Dinner Meeting 
August 
Dinner Meeting 
September 
Dinner Meeting 
October 
Dinner Meeting 
November 
Dinner Meeting 
December 


Dinner Meeting 


This program is suggested by National Headquarters. How- 
ever, N.S.A. chapters are autonomous and are consequently free to 
prepare their own programs. Therefore, the measure of success of 


any program must be the careful planning exercised by the chapter 



















Charity Bazaar 
Valentine Dance 

St. Patrick Party 
Spring Fiesta 
Mother’s Day Supper 
Summer Picnic 
Fourth of July Party 
Woods Ramble 
Autumn Festival 
Halloween Party 
Thanksgiving Ball 


Christmas Party 
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PERSONALITY DEVELOPMENT 


CGRACIOUSNESS 






by H. Rosiyson SuipHerp, Px.D., Lrrr.D. 


Is there in the language a more attractive 
word than “graciousness”? Is there in people 
a more attractive quality than graciousness? 


It means thoughtfulness and consideration 
for others, made vocal in speech, written into 
letters, put to work in action. It is real: the 
thing itself always carries sincerity; a really 
gracious person never leaves any doubt in your 
mind of the sincerity of his graciousness. 


It is an outward manner—true; but it is the 
outward expression of an inner thoughtfulness. 
It is like a crystal chalice; what it shows you 
outside, it also shows you inside; it is the same 
all the way through. 


Think over the people you know who really 
have this quality. There may not be many— 
it’s rarer than it ought to me. List their names. 
List briefly the things they say and do that 
show this quality. These words and actions 
draw you strongly to them, don’t they? 


Graciousness is the outer sign of an inner 
sympathy that is ingrained, instinctive. Sym- 
pathy is graciousness hard at work, going out 
and getting things done. Graciousness is the 
fragrance of the sympathetic person at ease, 
off duty, anywhere, everywhere. He may not 
be at the moment actively sympathetic with 
anyone; but the bus driver, the elevator oper- 
ator, the girl at the ticket window, the invisible 
telephone operator, all meet the same fine, 
gracious treatment. It is the ingrained manner 
and habit of the lady, of the gentleman, who 
would be the same if wakened suddenly from 
a sound sleep, or in a trance, or intoxicated— 
if such should be; always gracious. 


This beautiful manner recalls the ecclesias- 
tical term, “filled with grace.” It means just 
that—filled and running over. It means some- 
thing deeper than “affable.” You could be af- 
fable in manner, yet boiling inside. But when 
I speak of you as a gracious person, I mean 
that you seem to me to be showing outwardly 
a grace’ (graciousness) with which you are 


filled within. 


This fine trait must be quiet, though! If it 
isn’t, it may seem gushy, mushy, insincere— 
and thus turn from something fine to some- 
thing mean. While you're cultivating it—and 
who among us has as much graciousness as 
she wants?—cynical acquaintances may lift an 
eyebrow, suspecting an “ulterior motive.” You 
may suspect it a bit yourself. That is merely 
a “growing pain.” Keep on; and gradually you 
will convince yourself—therefore everyone else 
—that the kindliness you are all the time show- 


ing is truly the kindliness you are all the time 
feeling. It works that way. Then you will have 
achieved your heart’s desire—true graciousness. 


Specifically, how can you go to work to in- 
crease this trait in your, own personality? You 
know that as it attracts you to others who show 
it, it will attract others to you. Here are some 


specific things for you to do. 


1. Hunt for Words.—Make as long a list 































PERSONALITY 


as you can of the words which suggest gracious- 
ness. Here is a start on such a list: 
kind, kindly, kindliness, 
affable, affableness, affability, 
agreeable, agreeableness, 
cordial, cardiality, 
warm-hearted, warm-heartedness, 
considerate, considerateness, 
friendly, friendliness, 
benign, benignant, 
benevolent, benevolence, 
gentle, gentleness, 
winsome, winsomeness, 
radiant, radiance, 
sympathetic, sympathy, 


Keep on adding te this list every day. 


2. Make Sentences about Gracious People.— 
Start making a variety of sentences with these 
words and others like them—sentences that 


illustrate and clarify their special meaning. 


For example: 


“He radiated kindliness.” 

“She rose and came toward me with 
graciousness in every movement.” 

“His smile was so friendly that I quite 


forgot my embarrassment.” 


Add a few sentences like these every day—try- 
ing new ways of describing how these attrac- 
tive traits show themselves in other people and 


in you. 


DEVELOPMENT 


3. Read “The Great Stone Face.” — Look 
through Hawthorne's story to see how many 
words and phrases he used to describe this 
quality, as it showed in the stone face on the 
mountain, and in Ernest. If the copy is your 
own, underline these expressions. Emerson 
wrote a sentence that might have been Haw- 
thorne’s thought behind that story: “The gods 


we worship write their names on our faces.” 
Pp 


4. Your Other Reading.—As you read other 
stories and articles, be on the lookout to add 
to your special collection of words and phrases 
and people that make you think of graciousness. 


5. Your Letters—Study the letters you write, 
and those you receive, to see how their gracious- 
ness could be improved—made clearer, more ef- 
fective, more winsome. Make your own private 


record of these improvements and revisions. 


If you will faithfully and conscientiously 
work at these five suggested methods, you will 
find your own graciousness steadily increasing. 
And—what is more important—everyone around 


you will notice it. 


Remember the rock foundation on which 
all human life and growth builds: “As a man 
thinketh in his heart, so is he.” We grow to 
look like that we love. This law is as sure as 


the tides of the sea. 





